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Unit 1 Job Interviews

1. /& B I .

interview, position, qualification, experience, responsibility, salary, benefit,




probation, team player, self-motivated

2. )AL

- BHEANYH: I m applying for the position of... My major is... and | have experience in...

- KA 17 mresponsible for... in my previous job.1” m good at...

- #HiE 5 AHB: What are the salary and benefits for this position? I’ m available to start from...
3ALBCHE: MR BAIES . ALBUHE, WS R SRR 5] S

Unit 2 Jobs and Responsibilities

1. & JE VI« duty, task, report, deadline, cooperate, supervise, achieve, target, workflow,
performance

2. )AL

- S H: My main responsibilities include... I’ min charge of...

- TAEICH: 1”7 ve finished the task on time. We need to adjust the schedule for...

- f£454)HC: Could you please handle...? I” Il support you with...

3.UARENR: RIATEA ST B ). TARICHRZ i S iRk il 5t

Unit 3 On the Phone

1. FA5ANYC : dial, extension, transfer, message, inquiry, confirm, appointment, voicemail, urgent,
follow up

2. )AL

- #Wr: Hello, this is... speaking. How may | help you?

- #:3%. Could you please hold? I’ Il transfer you to...

- 15 Canltake a message? |’ Il ask him to call you back.

3BT RS HIERIETE. B EMIATE. AL HIEAR .

Unit 4 At a Meeting

1. AL : agenda, minutes, proposal, opinion, vote, adjourn, chairperson, participant, action
item, feedback

2. AL

- 7. Let’ sget started. The first item on the agenda is...

- RIEM A In my opinion, | think we should... What’ s your view?

- RS R4 Let me summarize what we’ ve agreed on...

3.URARFNIR: WA BRI WA BN SR IMER L.

Unit 5 Business Travel

1. H Al VC . reservation, flight, hotel, itinerary, expense, reimbursement, check-in, boarding
pass, layover, visa

2. AL

- Wiil: I’ dlike to book a flight to... on...

- ZEJiRVAIE: 17 |l be away from... to... Please contact me if there’ s an emergency.

- #k4H: Could you please help me with the travel expense reimbursement?

3. 3R ANTA) B R 5 AT AL SO ZEIR T .

Unit 6 Company Presentations

1. & 1A JC . headquarter, subsidiary, revenue, mission, vision, core business, milestone,
expansion, brand, culture

2. AL

- WEMATEH: Our company was founded in... We have offices in...

- MEZ5tREL: Our core business includes... We specialize in...



- EEF%%- We achieved a major milestone in... by...
BRI A E AR RG], s E A ES M THE
Unit 7 Product Presentations
1. & # A VT . feature, function, advantage, benefit, quality, warranty, price, market share,
innovation, customer
2. AL
- ThEEHIA: This product has the feature of... It can help you...
- fi#AEH: Compared with competitors, our product is...
- Z%E: Could you tell me more about...? Let me explain...
3.HNVRE: HSEEAE. MUY, @RS KEAA R ILIRL
Unit 8 Receiving Visitors
1. s AE L . greet, pick up, show around, reception, facility, tour, schedule, accommodation,
welcome, hospitality
2. AL
- {W4%: Welcome to our company! Did you have a good trip?
- 2. Thisis our R&D center. Let me show you around.
- JTFEZHE: We’ ve arranged a tour followed by a meeting this afternoon.
3. 3L T R ZE R, TP R SR A AL A S U R
Unit 9 Business Dinner
1. B MRV invitation, menu, toast, table manners, dish, beverage, hospitality, business small
talk, etiquette, culture
2. AL
- & %): May I invite you to a business dinner this evening?
- FiiE: I’ dlike to propose a toast to our cooperation.
- HHP: How do you like the food? Have you tried any local dishes?
3. 3CARALAG: B R AL RO, I AR S S R S5 AL
Unit 10 Company Performance
1. EAEVC . revenue, profit, growth rate, target, achievement, challenge, forecast, KPI, report,
analysis
2. )AL
- HEICH . Our revenue increased by...% compared to last year.
- IR We achieved our target of... by implementing...
- FEE¥E: We plan to... in the next quarter to improve performance.
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